SECTION: I SECURITY PROCEDURES SUBSECTION: 4

. INTRODUCTION

A.

Purpose

To provide security measures necessary for the security of the aff and the facility.

Il. PROCEDURES

A.

I (4)

Security Guards

A security guard is on duty within the facility from 5:30 am. to 9:30 p.m. everyday.
Normdly the security guard is Stationed at the information desk in the first floor lobby
and can be reached a extenson 360 during regular office hours. Should you not
receive an answer, cal the receptionist at extenson O, and the person on duty will know
what to do from there.

Entering the Building

On weekdays the second floor lobby doors are opened at 7:00 am. The front lobby
doors are opened a 7:45 am. The back doors, adjacent to the staff lounge, are
opened a 7:45 am. Anyone arriving a the building when the doors are locked can ring
the doorbel| to aert the security guard and gain admittance. 1t may however, take afew
minutes for the guard to respond if he/she is on rounds some distance from the second
floor. The outsde doorbell is located to the far right Sde of the second floor 1obby
doors on the wall adjacent to the window panel. For admittance or departure after
hours cdl ahead to advise the security guard.  Only staff members may enter the
building after 5:00 p.m. Non-gaff members or temporary employees may enter the
building after hours only when accompanied by a staff member or if a gaff member in
the building accepts respongbility. All persons, including staff members, must Sgn in
with the security guard when entering the building outsde of norma working hours or
working in the building past 5:00 p.m.

Leaving the Building

The dock area doors are locked at 4:00 p.m., and the dock areaiis closed to dl traffic.
All other exterior doors are locked at 4:30 p.m. and 4:35 p.m. except for

the doors in the second floor lobby, which are locked at 5:00 p.m. Anyone wishing to
leave the building after 5:00 p.m. or on weekends is required to Sgn out with the
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Security guard on duty in the second floor lobby. If the guard is away from this area
you should ring the doorbell on the insde of the building, located to the far left Sde of
the second floor lobby doors on the wall adjacent to the window panel, and wait for the
guard to unlock the door. Using the crash bar to exit through a locked door will cause
an darm to sound which the guard will investigate.

Meetings During Closed Hours

For meetings held during closed hours, the staff member responsible must schedule the
mesting through the Divison of Adminigrative Services in advance of the mesting. The
security guard will be naotified of the time, location, and the extenson number for the
mesting room. Mesting attendees must Sgn in and out.
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